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How to Create an RPA Requisition

This Job Aid Shows How To:
e (Create an RPA Requisition in COMMBUYS

Of Special Note:

An RPA is a Request for Payment Authorization after a purchase has been made for goods or services not on an enabled
statewide contract (SWC). These purchases are somewhat rare and must be approved by the appropriate authority at
your agency prior to purchase. Purchasing through SWCs or a normal procurement is always the standard approach.

Screenshot Directions

COMMBUYS o Step 1: Log-in to COMMBUYS

1. Launch the COMMBUYS website by entering
the URL (https://www.commbuys.com) in the
browser or by clicking on the hyperlink
COMMBUYS.

2. Click on the orange Sign In button in the
upper right hand corner.

act the COMMEILYS Help i \
T Moewday - Friday) at 1858 6278283 or 617-720.3197.

Attention Vendors: 54 Newly posted bids - Week of

I T T
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Step 2: Logging In

0 1. Enter your Login ID and Password.

Welcome to COMMBUYS
2. Click on the Sign In button.

LoginiD |

Password

Login Assistance

Step 3: Creating a New Document

B COMMBUYS g v [ poeees . Lo
e i a- Click on the Add Documents (plus sign) icon.

Bid Solicitation
2 (s)Readyto
Open

Recent Documents

Step 4: Selecting Requisition

C@MMBUYS Select Requisition from the dropdown menu.

—— QPERATICMAL EERVICES DIVISION ——

Requisitinn

LA Bid Solicitation
Contract

Purchase Order

News

Receipt
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New Requisition

—
s

Stanus 1R Requistion In Progress (When User request i creased)
Department®. 0SD07 - 0SD TRAINING v

0SDO7 - OSD TRAINING ~

Location”

Spacial Inseructions

Directions

Step 5: Entering Data in the General Tab

The General tab page displays. Fields with
asterisks are required fields. The required fields
for Department, Location, and Print Format
default to values that may be changed if needed.

1. Inthe required Short Description field enter
a searchable description of the desired
goods or services.

2. Click on the dropdown arrow next to the
Requisition Type field and select RPA (do
NOT select RPA Release).

3. Alternate ID: Enter information as required.
This may include (but not limited to) data
such as MMARS encumbrance ID or
ERP/Accounting system transaction numbers
for non-MMARS users.

4. Special Instructions: Enter information as
required. This field allows for entry of specific
instruction to vendors. If entered on the
requisition, the data in this field will copy
forward to the PO and also be visible on the
print version of the PO. This may include (but
not limited to) data such as shipping drop off
info, locations, additional contacts, etc.

5. When you are finished, click on the Save
and Continue button.

COMMEUYS g

Requisition RQ-17-1080-05001-0SDEP-77326
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Step 6: Searching for Iltems
1. Click on the Items tab.

2. Click on the Add RPA Item button.
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Requisition RQ-17-1080-05D01-O5DEP-77326
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Directions

Step 7: Completing the Iltems Tab General
Page

1. When the page refreshes, enter:

e Description of your goods or services

e Invoice number based on the

information on your vendor invoice

(must be unique)

Today’s date for the invoice date

Payment due date

Number of items purchased

Unit cost of your item

Unit of measure (defaults to EA. for

each)

e UNSPSC Segment-Family Code and
Class Code (use lookup to match the
commaodity or service purchased)

2. Click the Save & Exit button.

The screen refreshes to show the item saved
successfully. Check all information for accuracy
before moving on.

COMMEUYS g

’ n i

RPA Requisition RQ-17-1080-QSD01-05DEP-77326 (RPA-17-1080-05001-05DEP.2393)

Vendar Vakdatian Irveny

D0 @

ety weey |

Step 8: Clicking the Vendors Tab
1. Click on the Vendors tab.
2. Click on the Lookup & Add Vendor

button.

NOTE: The vendor must be registered in
COMMBUYS. If not, then they should register
immediately. If the vendor needs assistance with
registration, please refer them to the
COMMBUYS helpdesk at 1-888-627-8283 or
617-720-3197.
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Lookup & Add Vendor - RPA Requisition RQ-17-1080-05001-0SDEP-77326 (RPA-17-1080-05D01-05DEP-2393)
Vendor Loakup

ML ) i

Find It Claar
Saares Pl
Yentar
ender T B v Yaner Logel By
iwnde Kagward anrmane 10
DR Cwmy
Teaes. ¥

Directions ‘

Step 9: Looking Up a Vendor

1. Enter the name of the vendor in the
Vendor Name field and click on the Find
It button.

Step 10: Adding the Vendor

Lookup & Add Vendor - RPA Requisition RO-17-1080-05001-0SDEP-77326 (RPA-17-1080-05D01-05DER-2343) 1 In the Select column. click on the radio
Vendor Loskups button next to the vendor name to select
the vendor.
Mg L PO Dt L B O (LT iy by 2
B W 2. Scroll to the bottom of the page and click
kg deey Laweg L) W by Lol C L MW %
W dong el Becpong [ 733101 LT Geper WA oplian T L] on the Add Vendor bUtton-
R ol P St
T ksl ™Y 15 Wi bk [T S S TR Y ey W
W0 Aime Raierprafeg {1 I 1" Nghiegae ks Graay | ] ey Ay 1 e NG 1"}
Vendor A Requtst st Wrdow
Step 11: Verify Vendor
RPA Requisition RQ-17-1080-0SD07-0SD07-77333 (RPA-17-1080-0SD07-0SD07-2395) S - progress [ .
Ensure the vendor is correct.
Go to the Summary tab to complete your
e s Lvghton 1 Autun rve ik, requisition.
Do Not click on Save & Continue button.
5 ” Do Not choose Payment Terms.
Save & Continue Save & Update Payment Due Datels) Apply Vendor Terms to Requistion Lookup & Change Vendor Prnt
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Step 12: Submitting for Approval

coMMNS e o 1. Click on the Summary tab.
o 2. Check all the information for accuracy
I and make corrections if necessary by
returning to the appropriate tab to make
. and save any needed changes. Then
specl mrucces: return to the Summary Tab
K:‘: 3. Scroll to the bottom of the page and click
tendorforms: the Submit For Approval button.

Step 13: Saving the Approval

The approval path is shown or you're given the
option to select the appropriate one. Click the
Save & Continue button to complete.

NOTE: The RPA Requisition will now proceed
through your department’s approval path (no
image is provided here as your approval path
will vary). You will be informed by COMMBUYS
email when the approval is complete.

Step 14: Requisition has Gone to PO

RPAR RQ17-1080-05D07-05007-77333 (RPA-17-1080-05D07-03007-2395) Ty
After approval, the Summary tab of the RPA

. Requisition will have the status of Gone to PO.

The Summary tab of the RPA Purchase Order
will have the status of Complete Receipt.

NOTE: The vendor will not see this PO.

RPAGchase OIGRPA 718D OSDIT 05007 35 o omih

Gewrd Rems Vendor  Address  Accoumiog  Rouong  Amatmenss M hangelnders  Remncers  Summary
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